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As ike ae its mandate, the Machine Read- 
able Archives provides as much descriptive 
information about its holdings as possible. 
As machine readable records are not in a vis- 
ual form, it is important to provide multiple 
access points to the information they contain. 
The division has developed a “Reference Sys- 
tem” with several levels of description. Al- 
though not as yet automated, each level 
provides more descriptive detail about the 
contents of the data files. 

The Reference System contains four main 
elements: the automated inventory, the ac- 
cession register, the card catalogues, and 
published finding aids. The system was de- 
signed to ensure the control of the informa- 
tional content of the holdings and to provide 
a sound base from which both researchers 
and archivists can obtain information. 

A brief description of the contents and uses 
of each component is provided. 


Automated Inventory of 
Canadian Machine Readable 
Data Files 


The automated inventory provides access 
to information on EDP record holdings in the 
federal government and on nationally-sig- 
nificant data that exist in the private sector. 
Information on the records has been obtained 
from federal government inventories (1976 
and 1981), publications and research under- 
taken by divisional archivists. Although far 
from complete, the automated inventory 
does contain minimal descriptions on over 
5,000 files. The major descriptive elements 
are: file title; creating agency; file location; 
storage medium and volume; type of file; ap- 
praisal value; acquisition decision; and con- 
tent description. The description of the 
contents is only as complete as the informa- 
tion that the department or agency provided. 
The inventory is the only automated part of 
the reference system at this time. The data are 
accessible through the use of the MINISIS 
information management package. Access is 
presently limited to the staff of the division. 
As part of its public service function, the Doc- 
umentation and Public Service Section will 
help researchers locate files that may be of 
interest. 


Accession Register 

As EDP records are identified and ap- 
praised some of them are acquired by the 
division for their long term value. The Acces- 
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sion Register records the fom owing: title; 
transferring department or organizatioi; ac- 
quisition date; responsibility centre; type of 
file; and a brief description of the contents. A 
preliminary catalogue record is devel®ped 
and entered into the system at the tiifie of 
accessioning. The data file is thus recorded 
into the holdings, although proces sine of the 
data has not started. 


Card Catalogues a 


Once the data files have been processed 
and documented, a full range of finding aids 
are developed. The division provides biblio- 
graphic information on its holdings using the 
Anglo-American Cataloguing Rules for ma- 
chine readable data files. The main elements 
described are: principal investigator; title; re- 
sponsibility statement; producer, date and 
place of production; distributor, place and 
date of distribution; size of the file; type of 
documentation; summary description of the 
contents; access points; and any particular 
detail that makes the data file unique. The 
data files are accessible by title, principal in- 
vestigator/organization, and by subject. It is 
currently a manual system, although auto- 
mation of the system and the preparation of a 
MARC record for distribution to other ar- 
chives is presently under consideration. 

Two other card catalogues also exist: the 
Variable Index and the Record Group Index. 
The Variable Index provides a detailed list of 
information elements in the data file and can 
be used for quick reference to specific vari- 
ables contained in the file. The Record Group 
Index organizes the data files by provenance 
and is used to relate the holdings of the MRA 
to those of the Federal Archives Division. The 
latter division is responsible for the histor- 
ically-valuable textual records created by 
federal government departments and 
agencies. 


Published Finding Aids 


A number of published finding aids de- 
scribing the divisional holdings are produced 
for distribution to researchers, data archives 
and data libraries. The major publication is 
the Catalogue of Holdings, which provides de- 
scriptive information on all files that have 
been processed. This publication is indexed 
by title, principal investigator/organization, 
and subject. Other smaller but more spe- 
cialized publications are produced. These 
pamphlets are subject-oriented and are de- 
veloped for specific research groups. Their 
preparation is dependent upon the acquisi- 
tion of a number of files in a specific field. 
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Two current publications are the Alcohol, 
Drug and Tobacco Use Data Files and Recreation 
and Leisure Data Files. 

There is often a time lapse between the 
acquisition of a data file, the processing of the 
file and the appearance of a published de- 
scription. In order to make researchers aware 
of new acquisitions, a section of this Bulletin 
is used to provide information on recently 
accessioned data files. 

Although the divisional Reference System 
is mostly a manual one, it is hoped that full 
automation of the components will be avail- 
able over the next two years. Not only will an 
automated system provide quicker access, 
but it will also enable the publications to be 
prepared more rapidly. 


: Citation of Machine 
_ Readable Data Files 


A Machine Readable Data File (MRDF) is 
defined as a body of information encoded 
and formatted in such a way that it requires 
the use of a data processing machine or com- 
puter to be properly interpreted. Such files 
are being used increasingly for secondary 
analysis. Over the past few years, standards 
for their proper citation have been developed 
and are being used. In the following para- 
graphs the elements required in the citation 
will be identified, the format of the citation 
explained, and examples of citations 
provided. 


Elements Required in the 
Bibliographic Citation of 
Machine Readable Data Files 


Authorship: The: person or institution pri- 
marily responsible for the intellectual con- 
tent of the MRDF such as the principal 
investigator, the department or agency, the 
project director. 


Title: The full descriptive title of the MRDF 
including dates. No acronyms are acceptable 
as full titles. 


Material Designator: The statement [machine 
readable data file] enclosed in square brackets 
must be given. The material designation is 
required to indicate that the information is in 
computerized form. 


Statement of Authorship: The indication of the 
relationship of the work to the person(s) or 
corporate body named as principal investiga- 
tor or to other significant parties, such as the 
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department, funding agency or sponsoring 
organization. 


Edition Statement: The indication of which 
MRDF is being described. A change in edi- 
tion occurs if major additions or deletions of 
the original MRDF are made or if the vari- 
ables within the file are altered; major refor- 
matting or major changes in the number of 
observations or logical records; and changes 
in the programming statements or language. 


Producer Statement: The person or corporate 
body with the financial and/or administrative 
responsibility for the creation of the MRDF. 
The statement includes the name of the pro- 
ducer, as well as the place and date of 
production. 


Distributor Statement: The person or organiza- 
tion that has been designated by the author or 
producer to reproduce copies of the MRDF 
being cited. The statement includes the place 
and date of distribution, as well as the name 
of the distributor. 


Use of Square Brackets for 
Producer and Distributor 
Statement 


Square brackets are used around the words 
[producer] and [distributor] in the producer 
and distributor statements if confusion exists 
as to the producer and distributor. The use of 
the square brackets is to clarify the role of 
each. This is an optional convention. 


Format 


Surname, Christian names of principal in- 
vestigator. Title [general material designator]. 
Responsibility statements. Edition state- 
ment. Place of production: name of producer, 
date of production. Place of distribution: 
name of distributor, date of distribution. 


Examples 


1. Pay Research Bureau. Hospital Survey of 
Nurses, Social Workers, and Other Hospital 
Classes, 1974 [machine readable date file]. 
1st. ed. Ottawa: Public Service Staff Relations 
Board, 1974. Ottawa: Public Archives Can- 
ada, Machine Readable Archives, 1977. 


2. Hayes, James. Citizen Participation in 
Non-Work Activities [machine readable data 
file]. 1st. ed. Ottawa: Secretary of State, Cit- 
izenship Branch [producer], 1975. Ottawa: 
Public Archives Canada, Machine Readable 
Archives [distributor], 1977. 


3. Survey of Consumer Attitudes and Be- 
haviour, 1977 [machine readable data file]. 
Conducted by University of Michigan for In- 
dustry, Trade and Commerce/Canadian Gov- 
ernment Office of Tourism. Ottawa: Industry, 
Trade and Commerce/Canadian Government 


Office of Tourism [producer], 1977. Ottawa: 
Public Archives Canada, Machine Readable 
Archives Division [distributor], 1979. 


ocumentation Manuals 


Documentation manuals, or codebooks as 
they are often called, are the basic finding aid 
for machine readable data files. As such they 
require care in their preparation to ensure the 
usefulness of the data in secondary research. 
Although all data libraries and archives have 
defined the elements in the preparation of 
documentation manuals, the format is usu- 
ally defined by the particular institution. It 
has always been hoped that archival consid- 
erations could be built into the original re- 
search project in processing the data file. The 
preparation of good documentation also 
provides the principal investigator with an 
organized document from which to work. 

The MRA prepares a documentation man- 
ual for each processed file following internal 
standards. The divisional standards are 
based on information from other archival in- 
stitutions and associations of data users, as 
well as internal requirements to retain ad- 
ministrative information specific to the Public 
Archives. A complete documentation man- 
ual contains administrative information 
(transfer agreements, restrictions); the code- 
book; and printouts of programs used to pro- 
cess the data (dumps of labels and records 
and frequency runs). As the administrative 
information that is kept is specific to the in- 
stitutions preparing the documentation, only 
the guidelines for the preparation of the 
codebook will be described. 


Codebooks 


A codebook should provide sufficient in- 
formation to the user so that he/she can use 
the data file without help from the distribut- 
ing agency. The elements that should be con- 
tained are described below. The amount of 
detailed description is very dependent upon 
the information provided by the creator of the 
data file. 


Bibliographic Information: Elements describing 
the bibliographic details of the data file are 
contained on the title page. These elements 
include a descriptive title including dates; the 
manual(s) of the principal investigator; the 
manual(s) of the sponsoring organization; 
the name of the institution responsible for 
the data collection; date and place of data 
production; the name of the distributor; date 
and place of distribution; and the edition 
statement. 


Purpose of the Machine Readable Data File: A 
description outlining the reason(s) for under- 
taking the collection of the data. 


Study Description: A detailed description of 
the contents of the data file. 


Methodology: Information on how the data 
were collected and what type of data collec- 
tion instrument was used. 


Survey Design: A full description of the survey 
design, the origin of the sample, the sample 
size, the percentage of returns, weights and 
weighting procedures, as well as geographic 
coverage are included. 


Processing Information: The verification pro- 
cess is described. Any particular details on 
problems encountered, errors found, and 
specific checks that were made by the archi- 
vist are written up. 


Related Publications and Uses of the Data: This 
section lists all reports produced as a result of 
the data collection. An attempt is made to 
obtain information from users of the data file 
in order to provide examples on how the data 
can be used. 


Variables/ Values: A detailed description of all 
the variables, their location, their type and 
their values is provided. Any errors found in 
the data are documented. All variables are 
referenced to the source document. 


Technical Information: The technical specifica- 
tion of the data file such as volume serial 
number, format, label, track, density, mode, 
parity, blocking factor, etc., are recorded. 
This information forms part of the documen- 
tation required. 


These are the basic requirements for docu- 
mentation prepared by the division. The 
amount of detail does vary from one file to 
another. The variance depends on how much 
detail the creator provided. A minimum of 
detail is available for all of the holdings as 
documentation is one of the elements studied 
in the appraisal of the records. 


New Acquisitions 


The division has acquired a series of files 
from Environment Canada titled, The Na- 
tional Water Quality Data System. The files 
contain data on the quality of water since 
1960. 

Forty-four surveys of National Parks were 
acquired from the Quebec Region of Parks 
Canada. These surveys were undertaken be- 
tween 1977 and 1982 and are specific to Na- 
tional Parks located in Quebec. 
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